APPLICATION FOR RECORDS RETENTION SCHEDULE oo Ik OF THE SECRETARY OF STATE

) RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to ’

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgla 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address Ft_)_q‘ RECORDS MANAGEMENT USE
Application Date Department of Education ' Application Number
Office of Vocational Education : EES\..;? -
Application Number . . Di ;1 31 on ?;f Voca;;gg a_]! Sta_:_:e P1 ané” ng Date Received Dateémpleﬁ : _
-an perations win ower's as
1 Atlanta, Georcna 30334 JuL T 5'_9§6 |MAR ?_1%3? -
2. Person to Contact Working Title Telephone Number

Donna E. Miller Director, State Planning (404) 656-3435

S S S E— e e — o]
3. Action Requested

a. [ Establish Retention Schedule; record will continue to accumulate.

b. 0O Dispose of present accumulation; no further accumulation anticipated.

c. X Amend Application No. 81-73 Check One: @ Change; [0 Supercede; O Void

4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest

1970 ] To Date |State Plan and Accountab111ty Report for Vocational Education Pub11cat1aL
6. Division and Office Function What is the function of the Division and the Office in which this record series is created? “Files |
The State Planning Unit of the Division of Vocational State Planning and Operations is
responsible for coordinating the planning, development and maintenance of a State
Plan for statewide operation accord1ng to requirements of the Federal laws governing
Vocational Education. This Unit is also responsible for coordinating the development
and implementation of the Department’s Method of Administration (MOA) of the Office
of Civil Rights (OCR) guidelines for Vocational Education.

7. Record Series Descri;tion This file contains the following documents (mc!ude form numbers and titles if any)
Attach samples of the file. '

Documents relating to: Maintaining copies of State Plans and Accountability Reports for
Vocational Education programs.

Included are: record copies of the State Plan for Vocational Education; the Annual

Program Plan for Vocational Education (camera-ready copy 1970-77, printed copy 1978 and
on), which updates and amends Five-Year Plan; Annual Program Plan Summaries which
summarize data contained in the Annual Program Plan; and annual Accountability
Reports, compiled approximately two years behind each Annual Plan, which outline
accomplishments of each Plan,

File is arranged: Chronologically by date of publication.

8. Monthly Reference Rate How often are records referred to which are:
Onetosixmonthsold ___; Seven to twelve months old ; Thirteen to twenty-four months old e
| twenty-five monthsand older . _? e e e

9. Annual Rate of Accumulation of Records © 3-4 publications
Lettersizedrawers _____; Legalsizedrawers -~ _;Shelves ___~__; Other (specify) R€r Year

~ o

AR—50_71; Rev.76 R E (Over)




X a. Is this the official copy of the series?
_ M not, where is.it? - o

b Does the series contain confidential mformation requiring security handling? If yes, cite law or regulation

b'dl N
3 , _
X

. Is this a vital record?_

d Does this series have historical or iong term research value? :
e. When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these
NA _____documents be scheduled separately? S O e
L § I i _Is the information contained in this series ever. publlshed? If 1e,uattach copy.

Is the information contained in thIS series ever analyzéd and/or recorded in a summarized report?

x, ] If ves, attach copy, _ ol - R
h. Is there a’duplication of this series in your office, or in another offlce or agency?

If ves, where? — ]
| _X | i, Vsthis series for @ major portion of it} tegu’larly microfilmed? = - - B
| X | j. Does the record series result in.a computer printout?

>

11. Retention Requirements The following requires the series to be kept:
a. State Law - . _____years. d. Audit period S years.,
b. Statute of limitation e =em-— - years. - -- - - e, Administrative need B e Years,
c. Federal law _years. f. Federal retention instructions _ _ . -_years.

Attach copy or excert of laws or regulations. Explain administrative need.
Record copy not needed in the office once publication is pubhshed since reference
copies are available

: V = B —'- = = - =~ = = = ‘ -l —— l = C— et m s . _J
12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each: S
{1 Calendar Year; K Fiscal Year; O Other _______ . then,
O Hold in the current files area - —_month{s} . _.year(s); then

O Transfer to local holding area; hold —___year{s}; then

O Transfer to State Records Center; hold _—____ vear(s); then
O Destroy.

K] Transfer to State Archives for permanent retention.

O Other (Specify)

These instructions apply to all prior and future accumulations of the series.

lead/Designee (Signature) | ___ Date J_Records Man__gement Officer (Signature) ) 7- ' Date

_Stata Rqeords Commuttee (Signature) Date

Recommendations in para-

graph 12 are approved. | State Auditor/Designee //\_} ) g 2 ;%‘ﬁ ' L1357
) i \

{If disapproved, attach letter
of explanation.) Secretary of State/Designee

Attorney General/Designee
AR—50—71; Hev. 78 Re




q657-37 ... -
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APPLICATION FOR RECORDS RETENTION SCHEDULE D O S e AND HISTORY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. -76—PM 1 for instructiorrs on oomplefing this form, ‘f:orward signéd original to

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. ’ '

| _FORAGENCYUSE | 1. Agency Address - ) g FOR RECORDS MANAGEMENT USE
Application Date ‘ ‘Department of Education ' P Application Number
Office of Vocational Education 6 \ - 75
Anolicat Division of Vocational State Planning :
pplication Number . . . N . Date Received Date Completed
and Operations, State Office Building :
e Atlanta, Georgia 30334 - \-29-8t |FEB 3 1981
2 ‘Person to Contact Working Title Telephone Number

Daniel N. Fleming Coordlnator, State Plannlng : 656-3435

[3. Action Requested |
a. Establish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated,.

¢. 0O Amend Application No, . Check One; [J Change; [ Supercede; O Void

4. Dates of Series 5. Reoords Series Title (followed by title used in offrce if different)
Earliest . Latest

Files
| 1970 | To Date | State Plan and Accountability Report for Vocational Education Publicati

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
The Stafe Planning Unit of the Division of Vocational State Planning and Operations is
responsible for coordinating the planning, development and maintenance of a Five-Year State
Plan for statewide operation of vocational education that establishes needs, goals, policies
regulations and guidelines. This Unit is also responsible for coordinating the development
and implementation of the Department's Method of Administration (MOA)} of the Office of
Civil Rights (OCR)guidelines for Vocational Education.

7. Record Series Description Thrs file contains the following documents (rnclude form numbers and tftles if any):
Attach samples of the file.
Documents relating to: maintaining record copies of State Plans and Accountability Reports fo
Vocational Education programs.
Included are: record coqles of the State Five-Year Plan for Vocational Educatlon,
the Annu

Program Plan for Vocational Education (camera-ready copy
1970-77, printed copy 1978 and on), which updates and amends Five-Year
Plan; Annual Program Plan Summaries which summarize data contained in
the Annual Program Plan; and annual Accountability Reports, compiled
approximately two years behind each Annual Plan, which outline accom-
plishments of each Plan.

File is arranged: Chronologically by date of publication.
8. Monthly Reference Rate How often are records referred to which are: T - o
One'to sixmonthsold ________; Seven to twelve month_s old_____ ; Thirteen to twenty-four months old ;
twent_y_ five monthsandolder . ____? : A__; o '
9. Annual Rate of Accumulation of Records : - :3-4 publications
Letter-size drawers - . ;legalsizedrawers . ;Shelves______;Other fspecify) PET_Yyear

AR_B0—71; Rev, 76 § {Over)




LT 3

YES | NO | 10. Questionnaire _(Place an "’X" in the proper column) e ‘ S
. Is this the official copy of the series? - e T
_ﬁ}_(_L 1. ___lfnot, whereisit? - : :
X b Does the series contain confldentlal lnformation requnrlng security handling? If ves, (’te law or regulation.
Tl R : —_— i
| | _X| c. Isthisayvital record?
| X d Does this series have historical or long term research value? o
- e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
NA documents be scheduled separately? _ ? )
X j, Is ;he mformaflon contained in this mever published? lf ves. attach copy. B
‘ g. Is the mformatuon contamed in this series ever analyzéd and/or recorded in a summarized report?
X If ves. attach copy, . i _
h, Is there a duplication of this series in your office or in another office or agency?
X If ves, where? - . -
A X1 i, 15 this series for a8 major portion of it) reggljr_lmmmmﬁlmed? . '
i Mhmgwmmmmut? — ——
11. Retentlon Requirements The following requires the series to be kept:
a. State Law __years, . d. Audit period ' years.
b. Statute of limitation .years. e. Administrative need - ____Years.
c. Federal law _ years, f. Federal retention instructions . years,

Attach ocpy or excert of laws or regulations. Expl'ain administrative heed,

Record copy not needed in the office once publlcatlon is publlshed since reference copies
are available, ' '

12. Appfovbd Disposition Instructions This agency recommends that the flle series be cut off at the end of each

0O Calendar Year D@ Fiscal Year: O Other e then,

3 Hold in the current files area o month{s} _—_ . year{s}; then

O Transfer to local holding area; hold ____ . vyear(s); then

O Transfer to State Records Center;hold - vearl(s); then

O Destroy.

Transfer to State Archives for permanent retention. .

O Other {Specify)

These instructions apply to all prior and future accumulations of the series.

aturé) " pate | Records Management Officer (Signature) | Date |
M/A' W Q/E’&’«w % /Oa»u P c},f’f\oL L, /- l?’f{
o ] . o -§ute 'Becords'CommitteeAﬂ(Sanature) " ‘Date
Recommendations in - : < y
graph 12 are approved. State Auditor/Designee )/\-—-—MA !!_..,,K 2"3 l . ’
(If disapproved, attach Ietter < - R * _ g '
of explanation.) - [ Secretary of State/Designee @ Z W o? '—Z "g /
Attorney General/Designee

| _ J |2 34/
AR—50—71; Rev, 76 {Reverse Sids) o .



